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SCEIS (South Carolina Enterprise Information System) is 

designed to transform the way the state conducts business 

by modernizing and standardizing key business 

processes. Once fully implemented, SCEIS will:

Mission and Purpose

 Increase operational efficiency

 Improve access to information
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What Is HR/Payroll Implementation About?

• Employee Self Service

• Manager Self ServiceHRIS

CG Payroll 

System

Replacing 2 Systems...

..with 1 HR/Payroll System

& MySCEmployee

SAP
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Risks We Are Facing

Expense and lack of support for legacy systems

Inconsistent data across systems

Cumbersome process to access information

Potential system failure

High degree of manual effort
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MySCEmployee Login Page

Enter https://myscemployee.sc.gov in your web browser.



7

MySCEmployee Home Page
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Employee Self Service 

(Main Overview)
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My Employee Search
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My Employee Search
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Employees can search for other state employees by 

name or organizational unit. Wild card ( * ) searches 

can be used in any field.

My Employee Search
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The employee profile displays 

basic organizational information 

and state contact information.
803-999-9999

JTEST6@SC.GOV

803-999-9999

My Employee Search
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My Pay
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My Pay
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My Pay
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My Pay
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My Pay
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My Personal Info
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My Personal Info
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Employees will have the ability 

to maintain the following 

address types:

 Permanent Residence

 Temporary Residence

 Mailing Address

 3 Emergency Contacts

My Personal Info
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Note: Employees are encouraged to review 

this information as soon as possible 

after go-live to confirm that their 

information is correct.

To access personal information, such as legal 

name, date of birth and marital status, click the 

Personal Data link from the My Personal Info 

overview screen. 

My Personal Info
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My Benefits
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My Benefits
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My Travel and Expenses



25

My Travel and Expenses
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My Career 
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My Career 
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My Working Time
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My Working Time
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My Working Time 

(Display Weekly View)
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Attendance Types

1000 Attendance Hours

1001 On Call

1002 Call Back

1003 Training

My Working Time (Enter Daily)
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 Employees will use this to 

request all absences (Annual 

Leave, Comp Time, Sick 

Time, etc.)

 Managers will approve the 

requests in Manager Self 

Service

Leave Request
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Time Accounts
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Overview of Leave
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Manager Self Service
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Manager Self Service 

(Tasks and Alerts)
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Manager Self Service

(Display Employee Information)
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Manager Self Service

(Display Employee Information)
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Manager Self Service

(Display Employee Compensation)
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Manager Self Service

(Approve Time Sheet Data)

• Click the Approve Time Sheet Data Link

• A new window will appear

• The Default View to Simple View – Weekly

• The Number column indicates hours submitted for the week

• Notice the area highlighted in red
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After clicking on the number of hours (35.250 in this example) you will see a breakdown of 

how the hours were submitted. As the manager, you can choose to:

• Approve the time

• Reject the time

• Resubmit the time, time stays in your time approval queue for later approval 

Manager Self Service

(Approve Time Sheet Data)
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Manager Self Service

(Approve Leave Requests)

3 Hours
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Manager Self Service

(Team Calendar)
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Key MySCEmployee Facts

Prior to go-live, all employees will receive a system login 
name and password.

MySCEmployee is a secured website accessible from any 
computer with an Internet connection.

MySCEmployee offers a user-friendly interface that walks 
employees through each step of every transaction.
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Training

MySCEmployee Courses

Employee Self Service Overview

Time Entry

Manager Self Service Overview

Travel Management Overview
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Questions

My Time My Pay My Career My Personal 

Information

My Employee 

Search

My Travel My Benefits
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For More Information

Visit the project website at www.sceis.sc.gov.

Contact your agency support team representative.

Send an e-mail to myscemployee@sceis.sc.gov with your 
request.


